DOCUMENT RESUME 



ED 348 975 IR 015 653 

TITLE A Handbook for Resource Centre Standards and 

Services. 

INSTITUTION Northwest Territories Dept. of Education, 

Yellowknife. 
PUB DATE 92 
NOTE lip. 

PUB TYPE Guides - Non-Classroom Use (055) 

EDRS PRICE MF01/PC01 Plus Postage. 

DESCRIPTORS Board of Education Role; Boards of Education; 

"Education Service Centers; Elementary Secondary 
Education; Foreign Countries; Guidelines; Library 
Administration; Library Facilities; "Resource 
Centers; "Services; Shared Resources and Services; 
"Standards; State Departments of Education 

IDENTIFIERS Northwest Territories 



ABSTRACT 

This handbook sets out guidelines for the 
administration of resource centers for schools in the Northwest 
Territories, Canada, offers definitions of suitable and adequate 
resource services, and may be used as a planning tool for management 
staff. Four major topics are covered: (1) jurisdictional roles and 
responsibilities of the Department of Education and individual boards 
of education; (2) educational resource services offered by the 
Department of Education; (3) educational resource services offered by 
boards of education in the areas of program support services, 
technical support services, consultant services, research and 
development services, and cooperative and collaborative services; and 
(4) operational guidelines for all resource centers for 
administration and financing, staffing, and the facility. (ALF) 
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Introduction 



Under the terms of the Education Act, clauses 3(41(0, 37(q), 53-12-(m) 
and 53-13-(1)(d) the Minister, the Boards of Education and the Divisional 
Boards of Education are required to provide " - suitable and ade- 
quate - resource facilities and materials" for schools in the N.WT. 

This handbook sets out guidelines for the administration of resource cen- 
tres. It offers a definition of suitable and adequate resource services, and 
may be used as a planning tool for management staff. 
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Jurisdictional Roles and 
Responsibilities 
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The Department 

The Department of Education is responsible for providing central educa- 
tional resource services for the benefit of the entire NWT education 
system. Primarily, these services are provided in support of all divisional 
activities within the department headquarters, plus those services which 
are common to the needs of all boards (page 2). 

The Boards 

Each Board of Education and Divisional Board of Education is respon- 
sible for providing educational resource services to its schools and to 
any activities developed in support of its school programs. The extent 
of the services and the size of the facility are governed by the board's 
overall goals in p r ogram delivery (page 3). 
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Educational Resource Services: 
Department 

Departmental resource services are delivered primarily in support of 
departmental programs and objectives, and in support of Board programs 
in so far as these programs are common to the needs of all Boards. 

Departmental resource services can, be broadly described as: 

1. Publishing and distribution of all publications, print and non- 
print, produced by the Department and acting as a lepository 
for same. 

2. Holding special collections of film and video resources of 
common interest to all boards and the Department and which 
would ordinarily extend beyond the financial and program 
scope of any one individual Board, eg. professional develop- 
ment, guidance, special needs, women's issues, careers and 
apprenticeship. 

3. Providing leadership and co-ordination to initiatives in educa- 
tional resources common to the interests of all Boards. 

4. Co-ordinating meetings and in service training sessions ben- 
eficial to the shared and common interests of all resources staff. 

5. Planning and co-ordinating group acquisitions among all re- 
source centres. 
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Educational Resource Services: 
Boards 

Board operated resource centres both supplement and complement the 
effectiveness of services provided in each school. They help eliminate 
excessive duplication of specialized resources and make available to staff 
a much larger collection of curriculum and professional materials than 
any individual school could afford. 

Board resource services can be broadly categorized into the following 
areus: 

Program Support Services 

A resource centre assists teachers, libraries, consultants and adminis- 
trators in improving the quality of instruction and helps in the develop- 
ment of educational programs by matching learning resources to learner 
needs and interests. This may be achieved by holding a collection of: 

1. professional resource materials 

2. reference materials, bibliographies 

3. curriculum guides and programs 

4. aids for use in selecting materials for purchase 

5. archival material of importance to the jurisdiction 

6. film and video titles 

7. program related materials 

8. media resources required by Board Staff for workshops, dem- 
onstrations and in service training. 

9. displays and preview collections of professional and learning 
resources, and 

10. provide training in the use of learning resources. 



Technical Support Services 



A resource centre provides technical support services in the production 
and reproduction of resource materials, and assists with access to and 
use of resources. 

These services usually include: 

1. cataloguing and processing print and non-print materials 

2. maintaining and repairing equipment and materials or ensuring 
that this service is available elsewhere. 

3. circulation and distribution of materials 

4. production services for film, video, photographs, etc, or 
ensuring this service is available elsewhere. 

5. reuroduction from master copies (copyright cleared). 

6. panting, or ensuring that this service is available elsewhere, 

7. preparing and providing recommended lists of resource 
materials. 

8. providing training in the development of resources, 

9. offering advice and assistance to school resource personnel. 

Consultant Services 

A resource centre provides leadership and consultant services to schools 
within the jurisdiction and acts in a partnership capacity to: 

1. select and purchase appropriate learning resources 

2. establish policies and procedures for managing resources, 

3. organize resources for efficient access, sharing and retrieval 

4. design and produce new resources, 

5. interpret and communicate resource centre needs to principals, 
consultants and supervisors. 
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Research and Development Services 



A resource centre maintains an ongoing plan for research and assess- 
ment of need in order to provide resources appropriate to current pro- 
gram delivery within the jurisdiction, by: 

1. providing plans on how needs can best be met. 

2. preparing plans for long-term growth. 

3. preparing policies on selection of resources and financial plans 
for the acquisition of resources, for consideration by super- 
visory staff. 

4. regularly communicating with schools and administrators on 
new developments in resources, technological change and their 
impact on program delivery. 

5. assisting with system-wide evaluation of use and effectiveness 
of resources. 

6. maintaining liaison with producers and distributors of 
resources, particularly non-print, within the private and public 
sectors. 

7. acting as an information source for the benefit of all resource 
centres in the areas of technological change, new resources, 
recommended lists of materials, etc. 

8. producing catalogues of resources held on inventory for the 
benefit of all Boards. 

Co-operative and Collaborative Services 

A resource centre maintains open and ongoing communication with 
other resource centres within the NWT for purposes of improving ex- 
pertise, developing common goals and helping others by: 

1. sharing information and expertise 

2. developing inter-library loans, where feasible. 

3. resource-sharing with local public libraries and other agencies. 

4. attending meetings and mservice training sessions with others 
involved in resource services. 
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5. collaborating in group acquisitions of resources common to 
jurisdictions where economies of scale provide cost savings. 

6. participating in networks that share cataloguing and 
information. 



Operational Guidelines for all 
Resource Centres 



1. Administration and Financing 

Resource centres are designed to provide a broad range of service 
to a complete jurisdiction, hence their administration is placed within 
the directorate of each jurisdiction. Financing of resource centres 
is placed within the overall directorate budget to provide flexibility 
in planning for resource support of program change and growth. 

Teachers, principals and consultants play a major role in defining 
needs and setting priorities for acquisitions. The resource centre 
co-ordinator'srole, in managing the budget, is one of balancing new 
acquisitions against ongoing services, plus meeting directions for 
change from senior administration. 

2. Staffing 

Educational resource services are an integral part of program 
planning and delivery, hence the person responsible for the resource 
centre shall have a strong background in educational resources and 
be given frequent opportunity for ongoing training in technological 
changes and program changes as these occur. This person shall be 
responsible for what goes into a resource centre, and its relationships 
with those responsible for programs. The day-to-day delivery of 
services may be accomplished by a more junior position with training 
in clerical/library/technical and organizational skills. 
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3. The Facility 

The size of any resource centre is governed by the size of the juris- 
diction and the full extent of the services it is prepared to offer or 
make available through other means. There are, however, certain 
/ basic features which are common to all resource centres and which, 
have a bearing on their internal design, vis. 

1. A print publications storage area 

2. A non-print publications storage area 

3. Electronic equipment area 

4. Administration area 

5. Workroom area (receiving, shipping, etc.) 

6. Multi-purpose area (for screenings, planning, materials devel- 
opment, displays, etc.) 

7. Front counter area 

Additional features which may be included and which are influenced by 
the overall needs of the jurisdiction are: 

1. Publications design, graphics and printing area. 

2. Computer learning materials development 

3. Studio production area 

4. Teachers centre. 
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NOTICE 



REPRODUCTION BASIS 



This document is covered by a signed "Reproduction ^ease 
(Blanket)" form (on file within the ERIC system), encomp;^"^ all 
or classes of documents from its source organization and, therefore, 
does not require a "Specific Document" Release form. 



□ 



This document is Federally-funded, or caixies its own permission to 
reproduce, or is otherwise in the public domain and, therefore, may 
be reproduced by ERIC without a signed Reproduction Release 
form (either "Specific Document" or "Blanket"). 
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